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‘ersonalize
° Personalize E

Favorites
-

. to display the Menu

. |~ My Personalizations  get the Auto Complete and Menu sort order
. = My System Profile reset password, add alternate user id, e-mail address
&
. Layout s Delete Pagelet - on the Layout Page
. %o sign is a wild card in PeopleSoft.
. Clear Cache — Tools > Internet Options > Delete > OK
. Sign out i _
,Ibdmwaﬁ‘. from PeopleSoft (upper right corner). Try not to use the
. P-Cards — purchases can be made with the Department’s P-Cards for up to

$1,500 per transaction with a limit of $10,000 per month.

. Contracts Module does not communicate with Commitment Control.
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New Features:

o New Page Layout

. Zoom 2! click Return to go back

o Buyer/Administrator
° Versions
° Renewal Date

o Setup Contract by Categories
. Auto Default

o View Changes

Procurement Contract Class December 2013
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Step 1 - Look up a Vendor:

ORACLE

Favorites = Main Menu 3 Vendars » Vendor Information > Add/Update > Wendor

Yendor Information
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

C Add & Mew Value

~ Search Criteria

SetlD: = - [sHARE Q
Vendor ID: beging with + |DDDDDDDU1U
Persistence: = A A [:}

Short Vendor Name:  hegins with v |

Our Customer Humber: hegins with |

2L L

Name 1: bedins with -+ |

[Jinclude History [ Correct History [ Case Sensitive

| Gearch || Clear ]ElasicSearch Bl Save Search Criteria

Find an Existing alue | Add a Mew Value

Enter the Vendor ID on this page

C||Ck| Search |

Procurement Contract Class December 2013
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© ldentifing Infarmation | Address || Contacts | Location | Custom
SetlD: SHARE
‘Wendor ID: ooooooooto
Wendor Short Name:  BILLS FLOO BILLS FLOG-001
Vendor Name: BILLS FLOOR MACHIME SERW
Order: BILLS FLOO-001 Remit To: BILLS FLOO-001
12258 TRACY 1228 TRACY
FANSAS CITY, MO 641068 KAMNSAS CITY, MO 64106
Status: Approved Last Modified By: rmshah
Persistence: Regular Last modified date: T0M 32013 8:354AM
Classification: Qutside Party Created By:
HCM Class: Created Dateftime:
Open for Ordering: es Last Activity Date: 111172013
Withholding: es
‘a Save | LQ Return to Search‘l |E| Maotify | |E+ Add‘l | Update.l’Displayl |E] Include History | |@ Correct History
Summary | [dentifying Information | Address | Contacts | Location | Custom
L2

A vendor must have Approved Status to do business with the City.

View other Tabs for more information.

Procurement Contract Class December 2013
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Step 2 — Create a Contract:

Major steps in creating a contract are:

. Select the Contract Type

o Enter general information

. Select Contract Purpose

. Select Contracting Business Unit and Owning Business Unit

. Approve and save contract

Procurement Contract Class December 2013
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Select Contract Type:

To create a contract, navigate to:

Procurement Contracts > Add/Update Contracts

Worklist MultiChannel Console |  Addte Favoites | Sign out

Favgrites | Main Menu > Procurement Contracts > Add/Update Contracts
Enewwindow 2 Help B g

Contract Entry

FEind an Existing Value

SetiD: SHARE O,
Contract ID: MNEXT

Contract Process Option: General Contract hd

Add

Find an Existing Value | Add a New Value

Note: Contract link is called Procurement Contracts and is outside of the
Purchasing Link

SetID - ALL contracts must be entered under SetID ‘SHARE’.
Contract ID — User can either SKIP THIS FIELD. (The system will assign the
next Contract number automatically when the contract is saved). Or users can

enter their own department contract numbers.

Contract Type — Select “General Contract”. This is the default option. Other
options can be selected. Almost 90% are General Contracts.

Click A4

Procurement Contract Class December 2013
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To look up an existing contract, select FEEEEEEEEEEET and go to the “Contract
ID” field and enter the contract number and click search.

Navigation: Procurement Contracts > Add/Update Contracts

Cll Ck th e Find an Existing Walue tab

ORACLE’

Favc:vrites Mainl'-flenu 5 F‘rcu:uremerlt Contracts  »  Add/Update Contracts

Contract Entry
Enter amy infarrmation you have and click Search. Leave fields hlank far a list of all walues.

Find an Existno vaioe Rl =g A== -

~ Search Criteria

SetiD: = - [SHARE Q
Contract ID: begins with ¥ |

Contract Version: = - |

Version Status: = - -
Contract Process Option: = - -
Short Vendor Name: hegins with « | Q

\endor Name: heging with « | Q

Master Contract ID: hegins with « | Q

[l correct History [ Case Sensitive

| Search || Clear :|Elasi|:Search B Save Search Criteria

Find an Existing Walue | Add a Mew Walue

Procurement Contract Class December 2013
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Favorites — Man Menu > Procurement Cantracts > Add/Undate Contracts

2 Mew Window P Help hnp
Contract Entry

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Exi ue Add a New Value
~ Search Criteria
SetiD: = SHARE Q
Contract ID: begins with -
Contract Version: = -
\ersion Status: = - -
Contract Process Option: = - -
Short Vendor Name: begins with w Q.
Vendor Name: beging with ¥ Q

Master Contract ID: begins with - Q

[Icorrect History [ Case Sensitive

| Search Clear | Basic Search [§] Save Search Criteria

Search Results
Only the firgt 300 results can be displayed.

Wiew All First [4] 1-100 of300 [3] Last
SetiD  Contraet 1D % \B[z:"m ;ﬁz‘& Wender 10 Short Wender Nsme Yendor Name Expire Date ;ZT:’:M Eas'er anti=ct
SHARE YAGCC-112808 1 Current General 0000046091 RED ECHO G-001 RED ECHOQ GROUP INC 010572007 Closed (hlank)
SHARE W 12 07 1 Current General 0000018157 FIRST-001 FIRST PRIQRITY INVESTMENTS INC 042072008 Canceled (hlank)

SHARE WivWDE120AMENDMENTS 2 Draft General 0000002732 SHAFER KLIF001  SHAFER KLINE EWARREN INC 042072011 Open (hlank)

SHARE WivWDE129AMENDMENTS 1 Current General 0000002732 SHAFER KLIFO01  |SHAFER KLINE EWARREMN INC 0430/2010 Approved (hlank)

SHARE WEDUTILITYOS01A 1 Current General Q000003679 MISSOURID-002  MISSOUR|I DEPARTMENT TRANSPORTA 1043172008 Approved (hlank)

SHARE WSDUTILITYOS01 1 Current General 0000027335 DIRECTOR 0-004 DIRECTOR OF REVENUE -CREDIT ROAD FUMD 10/31/2008 Canceled (hlank)

SHARE WSDUSARMYCORPS830032091 Current General 0000003274 U S ARMY C-001 U S ARMY CORPS OF ENGINEERS 12131/2013 Open (blank)

Short Vendor Name - You can enter the contract ID or alternatively, enter the
short vendor name or look up Rl the name.

PeopleSoft applications also support wildcard (%) character to help you search
for data in character fields. You can use the wildcard to track down the exact
information that you need. A wild Card which is a % sign can be used if a
specific name or number is not known.

For example, if you enter WSD%, as the Contract ID, the system returns a list of
Contract IDs that begin with WSD followed by #s or letters.

Do not select the field unless you are changing the contract.

Click =each A [ist of contracts will come up. Select the contract you want to
update.

Procurement Contract Class December 2013
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Step 3 — Enter General Information:

ORACLE’

Favorites Main Menu > Procuremnent Contracts > AddfUpdate Contracts

Contract Entry

( Find an Existing Walue |k E=RRETRE] )=

SetlD: SHARE Q)

Contract ID: [MEXT

Contract Process Option: General Contract -
o Add

Find an Existing ¥alue | Add a Mew Value

To create a new Contract, the contract page will navigate to the

Contract ID can be entered or assigned by the System

Add a Mew value t a b

Contract Process Option will default to General Contract. 90% of the Contracts

in the System are General Contracts

Click | A

Procurement Contract Class
(Page 9 of 28)
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ORACLE
Favorites - Main Menu = Procurement Contracts > AddiUpdate Contracts
Contract Entry
Contract
SetlD: SHARE  LCopy From Cortract )
Contract 10 NEST Wersion: : 1 Status: Current
*otatus: Open - |@ Bpproval Due Date: [
Bdrni i stratorfBuyer: | Q
¥ Header
Frocess Option: General Contract fdd Comments Fotivity Log

Rerewal Date:

PO Defautts

Imwoice Nurnber:

AP Business Unit:
Decourting Ternplate:
Paymert Terms 10
Easiz Date Type:

* Contract fems

Catalog Search

[
[usola, [crRMTE,

Add Open bem Price Adjustmerts

cher Contract Options

Item Search

[ —— Q) \andor Search Contract Activities Documernt Status
Primary Contact Info Threshalds & Matifications
#fendor 10 a
i . 11724020132 :
"Begin Date: E Contract Releaszes
Espire Date: (o4

ECW Contract Data

Arnount Summary

Price Adjustmert Termplate

Gross Armourt:
Freight Srnount:
Sales Tax Srnourt:
AT Aroount:

Mizz Charge Smount:

hizcellaneous Charges
Retention

Zearch for Contract Lines

000 ysp

Currancy: M=xi runn Srnount :
Frimary Cortact: I_Q Line tern Relezsed Arnournt: 0.oo
Wendor Cortract Ref: | Category Releasad fmount: 0.00
Description: | Open kern Relessed Srnount: o.on
Master Cortract 10: | a Tetal Released Amourt: 0.00
[ Taw Excernpt |
tract Options
] Ml Multicurrency PO [l low Open tern Reference [l Must Uze Cortract Rate Date Rate Date: 1152442013
Corporate Contract [l #djust Wendor Pricing First Bto Default
[ Lock Chartfislds [ Price Can Be Changed on Order *Dizpateh Metbod: Prirtt hil | Dispateh |

[ om ouso
[ om
[ oo
[ oo

0.00

1011

- -
stz | Fivd [ ewen | B P2 Fit

L3t

sl Ok r Byamonst ) fem wbmaton G DeEnitSchedik ) Rekare fmoaeg [ Bekase Oaarfer 0 Lhe Goaphg:s o TR
Lina ttem Dancrpton {[l+11] Catagory Marchandies 4mt h;l::::ll;or Statun
1 E£I| Q ;L’l‘ E'«.,_Q | Lo} | O A E; -:EILF‘G Sotive x . |=

“lew Category Hieranchy

Category Search

> Contract C
Lires
Detalks

[ Prichg Optios:

O Rekare fmont

Perzonalize | Flvd | viw Al | El

. . i
12 Pt B qorg g

Ling Catagory

Cuacription

i |

Statun

o o I =

Aotive

The new Contract Page looks different. There are no multiple Tabs as in 8.9

Version:
ey ersione|

However, There are new features including; | , and
MELEEEEIEN, There is @ “onirect thange HEr | ink visible, when a change is made
to a contract.

Auto Default

Procurement Contract Class December 2013
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You can navigate to the et chanae HEry ik from the Review contract Information Link as
well.

The KCM Contract Data Link is now on the Header Page. Click this

Link to add the | contract Purpose I ~ M_ " and the
Owning I—Q|

Business Unit

OoORACLE

Favorites fMain Menu > Procurement Contracts @ AddfUpdate Contracts

SetlD: SHARE Contract ID: MEXT Version: 1
*Contract Purpose _ - Ordinance
Contracting l— Owning I— ,7
Business Unit Q a Project Q

Business Unit

Project Managerl Phone

Additional
Information

HRED Approved Contract Utilization Plan

MBE CUP % | 0.00 MBE CUP § | 0.00
WBE CUP % | .00 WBE CUP § | 0.00
DBE CUP % | 0.00 DBE CUP § | 0.00

Wendor Contact Information

| ok || cancel | Refresh |

Procurement Contract Class December 2013
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The description of the Contract page is divided into sections that describe
contract header and contract line fields along with links to other contract
features. Sections that are available for use on this page are:

« Basic information about the contract.

« Contract version when version control has been implemented.
« Header information.

e Amount summaries.

o Order contract options.

« Voucher contract options.

« Contract items.

o Contract categories.

Process Option - The process option displays that you selected before you
entered the Contract page.

Administrator/Buyer - Select a user who can serve as the contract
administrator or as the buyer for this contract. These terms are used differently
for PeopleSoft Purchasing contracts (buyer) and Supplier Contract Management
contracts (contract administrator).

Contract Version - Use this section to manage and review versions of a
contract. Contract versions enable you to create and maintain multiple versions
of the contract in the system. Versions facilitate viewing information in older
contract versions. You can modify a forward-looking version (Draft version) of
the contract while keeping the Current version active and available for
transactions in the system.

Vendor / Vendor ID — Select the short vendor name or Vendor ID. Lookup Ql
can also be used to select the vendor. Verify that the correct / vendor is selected
at the proper location. Only valid vendors will be available to select.

Status — The contract status will automatically default to Open. Available
statuses are:

. Open — Indicates the initial status of the contract - not yet
approved. A contract must be in an Open status in order to
make changes to it.

Procurement Contract Class December 2013
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o Approved - Only contracts with an approved status can be
released.

. On Hold - 1dentifies the contract as being on hold - not
eligible for releases.

. Closed - Indicates the completion of the term of the
contract - no longer eligible for releases.

o Canceled — 1dentifies the contract as being canceled.

Primary Contact — Use lookup QJ to select the vendor’s contact person, if one
has been set up in the vendor file. Select the vendor contact for the contract.

Description — Enter a brief description for the contract.
Master Contract ID — LEAVE BLANK.

Maximum Amount — Enter a value to specify a total amount that this contract
should not exceed. The total released amount of all lines plus the amount
released for open items must not exceed this amount. This value is expressed in
the contract header currency.

Total Line Released Amount - Displays the total released amount of the
contract. This is the open item plus the total of the line amounts. This amount is
updated during the PO Calculations process, online purchase order creation, and
the PeopleSoft Payables Batch Voucher process when the contract is referenced.
This amount is expressed in the contract header currency.

Open Item Amount Released - Displays the amount that is released for open
items in an open item contract. This information appears only if the contract is
referenced on a purchase order using open item referencing. You do not need to
reference an open item contract. The system can do it for you during the PO
Calculations process. This amount is updated during the PO Calculations process
or online purchase order creation. This amount is expressed in the contract
header currency.

Total Released Amount - The current total amount of all releases for the
contract. This field appears only in Update mode.

Vendor Ref — LEAVE BLANK.

Tax Exempt — It can be left blank or add a Check v' to the box. Tax exempt ID
is required, if the box is checked.

Procurement Contract Class December 2013
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Begin Date — Defaults to the current date. This can be changed if the contract
will begin at a later date.

Expire Date — Enter the expiration date for the contract.

Renewal Date - Enter a contract renewal date. This is an optional field that
indicates when a contract is up for renewal. If you enter a renewal date, it
should be later than the current date, and if a contract expiration date exists,
then the renewal date should be before or equal to the expiration date.

The system can notify you if you want to be warned when the renewal date
approaches. You use the Thresholds & Notifications link to set up this
notification.

New Version - Click to create a new Draft version of a contract. The New
Version button is available only when the Current version is in an Approved
status and a Draft version does not exist. If you click the New Version button,
the system enables you to either save your changes and continue, or cancel and
go back to the Current version. When you create a new Draft version, the system
creates change transactions that show the new version as a change transaction
to the old version. In other words, the change is recorded using the prior version
as a change, not the new version.

Delete Version - Click to delete the Draft version. The Delete button is
available only when you are viewing a Draft version. When you select to delete
the version, the system displays a message to verify that you want to delete the
version and provides you the option to proceed or cancel. During the deletion
process, the system removes the Draft version and returns to the Current
version.

Approval Due Date - Enter the date on which this contract version should be
approved. This field is available when the contract status is Open and the version
has never been approved. When you approve a contract, the system updates the
field with the approval date and displays the Approved Date field. You can set up
workflow notifications for approvals to remind approvers when this date
approaches.

Approved Date - Displays when the contract version was approved. For
upgraded contracts, the date is set to the contract begin date.

Procurement Contract Class December 2013
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Order Contract Options

Allow Multicurrency PO — Defaults with a check. Remove the check mark.
City does not use multi-currencies for transactions.

Corporate Contract — Default with a check to make this contract apply to all
business units within the specified setID. If you do not select this option, you
must enter a list of valid business units for this contract on the PO Defaults page.

Allows Open Item Reference — Box must be checked. Whether you are
defining an open or fixed item contract, this option enables you to reference this
contract for any Purchase Order item ordered from this vendor within the terms
and limits of this contract.

Rate Date — Use the default.
Adjust Vndr Pricing First — Leave blank.
Price Can Be Changed on Order — Leave blank.

Auto Default - Select to make this contract available to automatically supply a
purchasing requisition and purchase order transaction. This check box is selected
by default, if you deselect the check box, requesters and buyers must manually
select the contract on transactions, rather than have the system find them
automatically.

In addition, the business unit setup must enable automatically supplying a
contract to a requisition, purchase order, or both. Select the Default Contract on
Requisition and Default Contract on PO check boxes to enable the automatic
default. The system searches for and ensures that the current, approved contract
is selected for use with the transaction.

The contract process option must be purchase order, general, or release-to-
single PO only and the vendor on the contract must match the vendor on the
transaction.

Dispatch Method — Defaults to Print.
Setting Up Contract Categories - When you link a category or a group of

categories to a contract, requisitions and purchase orders can reference the
contract with any items within those categories

Procurement Contract Class December 2013
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Vendor Information:

ORACLE’

Favorites — Main Menu > Procurement Contracts > Add/Update Contracts
- : - -

Worklist | MuttiChannel Console | Add to Favorites | Sign out

-
n http

|_E|NEW Window 7 Help Bpersuﬂalwze Page

Vendor Search

Search Criteria

Name: industr ShortName:
Alternate Vndr Name:
City: State: Q
Country: Q Postal:
Class: Q Type: Q
Max Rows: ]7m
Eeareh toioerzr M [« bl Dl
Search Results 3 Personalize | Find | view 2t [ B | 3 £io X 1 0r10 B Lot
Sel Vendor ID Address Short Vendor Name Name 1 Withholding Applicahle
000ooooot7 TINDUSTRIAL-001 INDUSTRIAL FABRICS CORP M
0onooooot? 2 INDUSTRIAL-001 INDUSTRIAL FABRICS CORP N
0000000017 3INDUSTRIAL-001 INDUSTRIAL FABRICS CORP I S
0000010453 1 INDUSTRIAL-018 INDUSTRIAL LUMBER CO I
Wendor Detail Address
Ok Cancel Refresh

i, »

Type in the “Short Name” for the vendor
Click Search
A list of all of the “Short Name” vendors will appear. Scroll down until you see

the vendor you. In the above example, two Vendors are displayed. One of the
Vendor has three addresses so it is listed three times.

Add a check mark and click = ©K

You can click the Yendor Letail gnd Address |inks to verify information.

The YENHOCDELAN jink will provide the vendor status information, so you do not

have to navigate to the Vendor Module on the Menu

Procurement Contract Class December 2013
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Step 4— KC Contract Data:

ORACLE’ -

Favorites - Main Menu > Procurement Confracts > Add/Update Confracts
- H - -

SetlD: SHARE CentractID: 1000000000000000000004273 Version: 1

Annual Maintenance Renewal

*Contract Purpose Ordinance |

Annual Maintenance Eenewal

Contracting
Art Purchase Q Project Q

Business Unit | Carmmadity
. Common Service 1 |
Project Manager| - qnstruction Phone

L Construction Managerment
Additional Cooperative Agreement
Infoermation Demolition

Design Professional Service
Design/Build
Facility Repair & Maintenance on Flan

MBE CUP % General Services 0.00

KiC-Go

WBE CUP % Lead Abaterment 000

Lease

o IiNDn—Municipal
DBE CUP % FrofessionalTechnicallSpecial 0.00
Service Maintenance
Srmall Construction < $300 K
- — | Small Design Prof. < $100 K
oK Cancel Tenant Reimbursement
o e Wark Order

Wendor Contact

Contract Purpose — There are 22 different contract purposes that you can choose
from. This is @ mandatory field so you must select an option.

The following fields can be populated, but are not mandatory:
Contracting Business Unit — this is the department that will manage the
project.

Owning Business Unit — this is the department that has the money for the
project.

Project — enter the Project ID for the contract.
City Project Manager - enter who will manage the project.
Phone — Enter phone number for the Project Manager

Additional Information - this will allow you to enter more information if
needed.

Procurement Contract Class December 2013
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Step 5 —Approve the Contract and Save:

Change the Status on the Header from Open to Approved.

Home |
Fawvorites ~ Main Menu  » Procurement Contracts > AddyUpdate Contracts
@New\l\nmdow ? Help E,’\'F'ersonahze Page , http
Contract Entry
Contract
Contract Version
SetlD: SHARE
Contract ID: DONDNNDNANNNNONDANNAZ 73 “Ls"’": ) 1 Status: urrent
Newy Version .
“Status: - | IR 1T | Approved Date: 11/22/2013
Administrator/Buyer: accounts Finance Accaunts

Process Option: Furchase Crder Add Comments Activity Log
“Vendor: INDUSTRIAL-001 |, Contract Activities Document Status

Primany Contact Info Thresholds & Motifications
“Vendor ID: 0000000017 INDUSTRIAL FABRICS CORF

""""""""""""""""" Wiew Changes
Begin Date: 11022013 Contract Releases
Expire Date:
xpire Date! 0s/01/2014 KCM Contract Data

Renewal Date: 0901/2014
Currency: usoh CRRNT Maximum Amount: 11.00 USD
Primary Contact: 1 Dee Vercruysse Line ltem Released Amount: 0.nn
Vendor Contract Ref: Category Released Amount: 0oo
Description: abrde Open Item Released Ameount: ooo
Master Contract ID: Total Released Amount: 0.00
[ Tax Exempt | Remaining Ameunt: 11.00

Remaining Percent: 100.00
~ Order Contract Optiens
|| Allow Multicurrency PO [/| Allow Open Item Reference || Must Use Centract Rate Date Rate Date: 11422/2013
[/ corporate Contract || Adjust Vendor Pricing First [/| Auto Default
[ Lock Chartfields [I Price Can Be Changed on Order *Dispatch Method: Frint e | Dispatch |
PO Defaults Add Open ltern Price Adjustments Price Adjustment Ternplate

Click B Save |

NOTE: Once the contract is in ‘Approved’ status, the fields are not available for
editing.

Procurement Contract Class December 2013
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Step 6 —Create a New Version:

Message

Contract must be saved hefore a Draft can be created. (10400,577)

Gontract must be saved before a Draft can be created. HitYes to proceed with Saving the contract and creating a
Draftversion. Hit Mo to cancel out and continue waorking with the Current version,

Click | Newversion |t create a new version of the Contract

The above message will be displayed

Click '

Procurement Contract Class December 2013
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ORACLE"

Favorites  Main Menu > Procurement Confracts > Add/Update Contracts

e window 2 Help (5 Personalize Page B ntp  a
Contract Entry

Contract
Contract Version
SetD: SHARE
Contract ID: 0000000000000000000004272 V;'SI“:":V | 2R !LB
elete Version 3

“Status: - Aaroval Due Date:

Administrator/Buyer: acounts Q Finance Accounts

Process Option: Furchase Order Add Comments, Activity Log

“endor: INDUSTRIAL-001 QL Vendor Search Contract Activities Document Status

Frimary Contact Info Thresholds & Motifications
“endor ID: 000000017 [ ypSTRIAL FARRICS CORP
liwnzfzma 1 I View Changes
‘Begin Date: Contract Releases
i . 0BT 12014 [+

Expire Date: KCM Contract Data

Renewal Date: 060172014 Amount Summary

Currency: USD @ [CRRNTQ Maximum Amount: 11.000 uso
Primary Contact: 19 Dee Vercruysse. Line Item Released Amount: 0.00
Vendor Contract Ref: | Category Released Amount: 0.00
Description: [abede Open ltem Released Amount: 0.00
Master Contract ID: | Q Total Released Amount: )
[CI7ax Exempt [ Remaining Amount: 11.00

Remaining Percent: 10000

~ Order Contract Options %
[Clanow mutticurrency PO Allow Open tem Reference [[Imust Use Contract Rate Date Rate Date: 11/2212013
Corporate Contract [C] Adjust Vendor Pricing First Auto Default

[“ILock Chartfields [#]Price Can Be Changed on Order “Dispatch Method: Frint M | Dispatch |
PO Defaulls Add Open ltern Price Adiustments Price Adjustment Template

<

11

The Contract Status becomes | "=

Version # changes to |Version: 2]

Option to | Peleteversion the Version is available. If you click | Deleteversion| the
Contract restores the last version status.

Version Status is [Status: Draft |

The Avproval Due Date: | B is blank

I added the Category to the:

~ Contract Categories

Lines

slize | Find | Vie
E
PP Fricing Options |[ Release Amounts | |[F==W)

Line Category Description Status

1 E1500 Q, Office Supplies, General E!* T Active X =
Clicked & ===
Procurement Contract Class December 2013
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Message

Field is Required: KCM_CNTRCT_DATA - KCM_CMTRCT_PURP (124,64)

The new version requires a new Purpose for the Contract in the ECHESRERDSET |ink

Added a new Purpose

Procurement Contract Class December 2013
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Message

This action will make the Draft version become the Currentversion when you Save (10400,591)

Ifyou leave the status as Approved and then hit Save, the Currentversion will become a History version and this
Draftversion will become the Currentversion

Changed the Status to Approved

The above message is displayed that the Draft Version becomes the Current
Version

Click =~ %

Procurement Contract Class December 2013
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Favorites  Main Menu > Procurement Confracts > Add/Update Contracts
e window 2 Help (5 Personalize Page B ntp  a
Contract Entry
Contract
Contract Version
SetD: SHARE
Contract ID: 0000000000000000000004273 l‘%l 2 Status: Current
—_——— eifereion .
“Status: L =it L Approved Date: 1172472013
Administrator/Buyer: acrounts Finance Accounts
Process Option: Purchase Order Add Comments Activity Log
“endor: INDUSTRIAL-001 QL Contract Activities Document Status
Frimary Contact Info Thresholds & Motifications
“Wendor ID: 0000000017 INDUSTRIAL FARRICS CORP
---------------------------- View Changes
Begin Date: 1100202013 Contract Releases
Expire Date: 0612014 KCM Cortract Data
Renewal Date: 0BI0102014 Amount Summary
Currency: USD  CRRNT Maximum Amount: 11.00 UeD
Primary Contact: 1 DeeVercruysse Line ftem Released Amount: 0.00 I |
Vendor Contract Ref: Category Released Amount: 0.00 I}
Description: abrde Open Item Released Amount: 0.0o0
Master Contract ID: Total Released Amount: )
[ 7ax Exempt [ Remaining Amount: 11.00
Remai Percent: 10000
~ Order Contract Options
[ Attow Mutticurrency PO (7] Allow Open ttem Reference [“IMust Use Contract Rate Date Rate Date: 1142202013
[ corporate Contract ["] Adjust Vendor Pricing First [ Auto Default
["ILock Chartfields [| Price Can Be Changed on Order “Dispatch Method: Print A | Dispalch |
PO Defaults Aidd Open ftern Price Adjustments Frice Adjustment Template
~
< I

The Version Status becomes Status: Current

The *pproved Date: 111242013 date is the current date

Contract Header

On the Tab, the new version value is displayed

Procurement Contract Class December 2013
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Step 7 —View Changes:

Faverites © Main Menu  » Precuremnent Contracts > Add/Update Contracts
- : - -

Contract Entry

B New window 7 Help F'ersnnahze Page http *

=

Process Option:
“Vendor:

“Vendor ID:

Begin Date:

Expire Date:
Renewal Date:
Currency:

Primary Contact:
Vendor Contract Ref:
Description:
Master Contract ID:
[ Tax Exempt

[ Allow Multicurrency PO
¥ Corporate Contract

[ Lock Chartfields

PO Defaults

Contract

SetlD: SHARE

Contract |D: 0000000000000000000004273 VE’L 1 Status: Current
“Status: Approved v |MJ Approved Date: 11/22/2013
AdministratoriBuyer: accounts Finance Accounts

Furchase Order

INDUSTRIAL-001

0000000017

11/02/2013

0B8/01/2014

0B6/01/2014

usD CRRNT
1 Dee Vercruysse

abcde

INDUSTRIAL FABRICS CORP

m

Add Comments —— Activity Log

Document Status
Thresholds & Notifications

Contract Activities

Prirary Contact Info

Wiew Changes
Contract Releases

KCM Contract Data

Amount Summary

~ Order Contract Options

[/ Allow Open ltem Reference
O Adjust Yendor Pricing First

[/ Price Can Be Changed on Order

Add Open Item Price Adjustments

Maximum Amount: 11.00 UsSD

Line ltem Released Amount: 0.00 Iy
Category Released Amount: 0.00

Open ltem Released Amount: 0.00

Total Released Amount: 0.0o

Remaining Amount: 11.00

Remaining Percent: 100.00

<

|| Must Use Contract Rate Date Rate Date: 11/22/2013
[/] Auto Default
*Dispatch Method: Print M | Dispatch
Price Adjustment Termplate
-
I J b
. Local intranet | Protected Mode: Off v w1y v

The YEwthantes |ink js available after a Contract is changed. A new version is

not required to view the changes.

Click Yiew Changes

Procurement Contract Class
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ORACLE’

Favorites ~ Main Meru | 4 antract Information  +  Contract Change History

DRI i v gy | e Ageran [ e Agrsmert”( Caitgy Aguameri

| Addto Fav

T Newwindow T Help [ Pamonalize Page [B http | &

SatiD: SHARE Crtrast 10: 00000000000DO0000000A273
Chedcthe records you wish fo view, and optienally. select a field on that rzcord

[ Contract Header Changed Field =
[ Fo Defaults Changed Field: a3
[ Frice Adjustments Changsd Fizld: =
[ Thresholds and Hatifications Changed Field =&

Enter any additonal szarch o filter information you have. Leava fizlds blank for all the

esults. Then hit search fe wiew the results.
Modified By =%

Reason Code Q

From Date To Date 5]
Varsion From: [ Warsian To: [ =

Search | clear Expand All Collapse Al

m

Wersion  |Sequences ?;‘:;9‘ Deseription Walue Modified By Last Changed Reason
. o Original  Masimum Amount 0 menah 112413 30098PM Raason
i o Original  Contract Status “ mshah 112413 ZO09BPM Reason
1 o Original  Expire Date oBm1z014 mshah 1124013 30098FM  Reason
1 o Oiiginal  Change Drder Source onL mshah 112413 300:38PM  Reason
1 o iiginal  Coniract Baginning Data 110172012 mshah 1124012 300:38PM  Reason
1 o Original  Contract Vesion 1 mshah 1124013 300:98PM Reason
. o Original  Version Status c menah 112413 30098PM Raason
L
i 1 Change  Change Drder Souree onL mshah 112413 302ATPM Reason T
1 1 Change  Contract Status o mshah 1124013 3024TPM  Reason
1 2 Change  ConiractBaginning Date 110272013 mshah 112412 337:4TPM Raason
1 2 Change  Change Dider Source onL mshah 112413 397:4TPM | Reason
. s Change  Contsct Status “ menah 112413 33BBPM Rasson
1 a Change  Change Drder Souree onL mshah 1124013 33BEPM Reason
1 3 Change  Maximum Amount 11 mshah 112413 338:15PM  Reason

Done €& Local intranet | Protected Mode: Off "g > HO90% -

The above screen will open. You can navigate to this screen from the following

as well: Procurement Contracts > Review Contract Information » Contract Change History

Change

“ersion wal Modified B La=st Changed
, Sequence & ,Type , alue , odified By and the for the

Review the
Contract.
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@- |ej http:/fpsdevappflkelan14310/psp/PSFSTST EMPLOYEE/ERP /c/ADMINISTER_CONTRACTS.CNTRCT_ENTRY. v| + | b4 ||g Bing

File Edit View Favorites Tools Help
X Q- Search | Amazon & YouTube [ 30° Kansas City, MOw Ed News ~ B #, Options =

ﬁFavomtes @ Contract Change History - ME @ v Page v Safety v

Home MultiChannel

Favuvntes Ma\nvMenu > Pm:uremenvt Contracts > Review Cuntrav\:t Information > Contract Change History
ENawhiindow  ? Help  [& Personalize Page B htp  «
| Contract Headar | [ Contract Category  Header Agreement [ Line Agreement | Category Agreement (W
SetiD: SHARE Contract ID: 0000000000000000000004273
Check the recards you wish 1o view, and optionally, select a field on that recard.
Contract Line Changed Field: Q
nit of Measure Changed Field: Q@
ibution Details Changed Field: Q
rice Adjustments Changed Field: Q
~ Search and Filter Criteria E
Enter any additonal search or filter infarmation you have. Leave fields blank far all the
results Then hit search to view the results.
Modified By: [ Q
Reason Code: Q
From Date: & To Date: 8
Version From: Q Version To: QU I}
Line From: = Line To: Q
~ Contract Lines Filter
ltem ID: a Category: a -
Description: |
Vendor's Catalog: Q Vendor ltern ID: Q
Manufacturer ID: Q Mfg tm ID: (&}
| search | | Clear | | Espand All | | Collapse Al |
~ Contract Line Fersonalize | Find | wiew 20| H
L Line petail
Version Line Sequence TC;'::BE Description Walue Modified By Last Changed fimason
1 0 Reason Code
-
< m ] »

& Local intranet | Protected Mode: Off

Click the FES#8558T to look up changes at the Line level

Clle ' Search

Click the to look up Contract Category changes.
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Dispatch Contracts:

Hd2 v+ » GQA|F Dispatched Contract - Message (Plain Text)

= [ £3
Meszage (] e

- — - = = o 1 o =
Bgoe x _41 _}g _; 5 Meeting || <3 Personal % To Manager N3 [ Rules f :;2 ai\ 3 Find Q{
34 Team E-mail & Done ] anenote 3 Related ~
« Delete Reply Reply Forward B ~ || e o _ Move Mark Categorize Follow | Translate Zoom
& tunk i @ More (= Reply & Delete 7 Create New = T H Adions © | Unresd 7 g~ . L select ~
Delete | Respond | Quick Steps | Move | Tags o Editing | Zoom |
From: pefatst@kema.org Sent: Sun 11/24/2013 1:52 PM
To: Iian Shah
ca
Subject: Dispatched Contract
I Message | ¥ 00011000 PDF (3 KE)
[ P 2 3 - 4 - -1-- .5 F—— 7 - - g - -1-- .39 ---10)\@
-
PO Contract ,SHARE / D000000000000000000004248 has been dispatched. Please detach the attached contract file and print it.
-

@ see more about: psfstst@kcmo.org.

VN

= el=

L |

Contracts can be dispatched via Print or e-mail. Above is an example of a
Contract dispatched via e-mail.

You need a valid e-mail address in the Vendor Contact file.
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@ 00011000.PDF - Adobe Reader
File Edit Yiew Window Help

ARZFES =] sa| = @ [o -] | [H B | @ 2 |
- A

»

CONTRACT
Dispatch via E-Mail
BILLS FLOOR MACHINE SERV Contract ID Version Page
1225 TRACY 0000000000000000000004248 2 lof 1
KANSAS CITY MO 64106 Contract Dates Currency  Rate Type Rate Date
USA 10/06/2013 to 12/31/2015 USD CRRNT 10/07/2013
Description: Contract Maximum
Vendor ID 0000000010 AAAAAAAAAAMAAAAAAMAAAMAAAA 1.000.000.00
BILLS FLOOR MACHINE SERV Allow Open Item Reference
1225 TRACY
KANSAS CITY MO 64106
USA
Tax Exempt? ¥ Tax Exempt ID: 12490466

m

Contract Lines:

Minimum Order Maximum / Open J
Line # Vendor ltem ID Item Desc Uom Qty Amt Qty Amt
1

Add Data EA 0.00 0.00 0.00 0.00 L
Pricing Agreement:  Pricing Date: Due Date I

Pricing Quantity: Due Date

Quantity Type: Current Order Quantity L
Contract Base Pricing 0.00000 EA 00001

Print a PDF copy of the Contract
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